
2014 SECC Pre-Season 

Ambassador Training  
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Welcome Address 
Shannon Miller 

Associate Director 

Arizona Spinal Cord Injury 
Association 
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SECC Introduction & VSUW 
Partnership 

Khala Stanfield 

SECC, Executive Director 

 

Dominic Bartola 

VSUW, Development Officer of New 
Partnerships 
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Agenda 

• Charity Speaker 

• Ice Breaker 

• Online/Offline Donation Training 

• Cash Handling & Special Events Procedure Overview 

• Resources Introduction 

• Speed Dating 

• Incentive Program & Fund Request Forms 
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Mission of the SECC 
 

 
• The fund raising program (workforce campaign) established 

by the Governor and pursuant to Executive Order No. 2005-
20. 

 
• Non-profit, tax exempt, charitable organizations supported 

through voluntary contributions from the general public, who 
are primarily providing direct health and human services, 
environmental services and/or historical preservation 
services.  
 

• Fiscal Agent: Valley of the Sun United Way 
 

“State of Arizona employees engaging in civic responsibility through a system 
of designated charitable giving”  
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Criteria for Independent Charities and Federations 

 

Overview of Charity 

Application Process 

IRS Charitable Organization 501(c)(3) 

List of Current Board Members 

Documentation of Services Provided 

Location of Services Provided 

Financial Statements 

Completed 990 

Audit & CPA Opinion (over 500K) 

Letter from CPA (under 500K) 

Administrative Overhead less than 25% 

Signed Certifications Document 

The charities must apply annually 
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SECC History 

Campaign funds are raised by the 

State of Arizona employees in 

support of over 400 charities. In the 

past 21 years, State Employees 

have raised over $24.6 million to 

support charities across the State, 

nation and world. 
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2013 Campaign Accomplishments 

Over 2,400 state employees  

donated over $621,000 to  

help SECC organizations.  

 

Employees participated in  

more than 80 special events.  
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SECC Admin Costs 

• SECC operates with 10% admin/overhead costs and 
90% directly donated to SECC charities 

• If the SECC operations  
• do not use the 10% allocation; the remaining is 

donated directly to SECC charities 
• Each charity is carefully vetted to ensure it meets the 

25% admin/overhead costs maximum 
• Selected charities have been granted admin/overhead 

costs waivers for the 2015 campaign only 
  

 
http://youtu.be/TfP8hlztFzk 

Agency:  Arizona Department of Agriculture 
SECC Agency Coordinator: Doug Marsh 
Actor:    Wendi Gutierrez and Carlos Coy 

Writer / Director / Video Editor:  Vince Craig 
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Campaign Ambassador’s Purpose 
 

Make a hands on difference in your community 
 

Encourage others to foster community 
responsibility 

 
Strengthen relationships with your co-workers 

 
Demonstrate your leadership skills 

 
Sharpen your project management skills 
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MAKING CHOICES 
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Online Give System Preview 
 

https://archivesecc.az.gov/Donate/
Default.aspx 
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Paper Pledge Form & Special 
Events Form 
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Pledge Cards Documenting 

Cash/Check Receipts 
 Pledge Cards Documenting Cash/Check Receipts 

• When one-time cash/check donations are received, a pledge 
card(s) must be completed by the employee(s) indicating the 
total amount of the donation and charity selection 

• The total of all pledge card(s) should equal the total deposited 
amount 

• The deposit receipt from the bank and actual pledge card(s) 
shall be transmitted with the SECC cash/check envelope cover 
sheet provided to agencies to the SECC office.  

• A copy of the pledge card(s) or deposits can be maintained by 
the agency if desired  
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• Make sure pledge cards are legible, make sure it is signed 

• If the credit card is selected, ensure the authorization signature 
has been completed 

• Campaign charity list can be accessed online and keyword 
searches can be performed in database 

• Remind employees that we cannot permit charity write-ins 

• Best option for giving – ONLINE through Click and Give System 

• Ask everyone to give and thank everyone even if they don’t give 
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Special Instructions & 
Reminders 
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Cash/Check Handling Procedures & 
Special Event Procedures 

 
Khala Stanfield 
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Cash & Check Handling 
Procedures 

RESPONSIBILITY 

• The individual(s) charged with handling cash and donations are 
personally responsible and liable  

• Written procedures on all cashiering and cash control policies 
should be maintained by each agency 

• Cash must be properly safeguarded (safe, locked desk, locked file 
cabinet) and recorded.  

• All safe combinations and keys should be restricted to only a 
number of essential employees 
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CASH/CHECK DEPOSITS 
• Daily deposits are encouraged 
• Accounted for by at least two employees 
• All checks received must be restrictively endorsed within one week & must 

be restrictively endorsed “For Deposit Only, SECC” 
• Personal checks must not be cashed or used as an IOU to replace cash 
• Deposits must be made into our Chase Bank account or dropped off at the 

SECC office. (Contact SECC office for bank information) 
• If daily deposits can’t be done, we suggest: 
 Agencies fewer than 1,000 employees: 

• Shall deposit receipts of $500.00 or more daily or when the deposit amount reaches 
$500.00 a deposit shall be made that day 

 Agencies more than 1,000 employees: 
• Shall deposit receipts of $1,000.00 or more daily or when the deposit amount reaches 

$1,000.00 a deposit shall be made that day 
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Cash & Check Handling 
Procedures 



DONATIONS OF GOODS AND/OR SERVICES 

– You are responsible to keep all donated items safeguarded 
and locked 

– Keep a record of the donation (vendor who donated, its 
purpose, how it was used, value of donation) 

– At end of campaign, send final list to SECC office 

– Keep SECC office informed throughout the campaign of 
vendors who donate so they can be listed on website 
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Cash & Check Handling 
Procedures 



Credit Card & Sensitive 
 Information Procedures 
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Addition of Manual Credit Card Donation 

• BE CAUTIOUS WITH PLEDGE CARDS! 

• Develop a pledge card storage system 

– Use the same safe or storage system as cash/check 

• Maintain adequate record of pledge cards 
received and pledge cards turned into SECC 

• Ensure no pledge card with sensitive data is left 
out for open viewing at ANY TIME! 
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Special Events Procedures 

Special Events Dollars  

• SECC funds may not be withdrawn from either 
the budget or pledges to reimburse setup 
costs 

• Reimbursements should be made prior to the 
funds being deposited into the SECC account 
at Chase Bank (Contact SECC office for account information)  

• Receipts need only be issued to individuals 
who ask for them 
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Special Events Procedures 

**All special events must be approved by the SECC office if requiring the use of 
the fiscal agent 501c3 number** 

Event posters, flyers, emails or other written event notifications shall contain one of 
the following statements: 

– Funds raised for no specific charity, the statement shall read: “All net proceeds 
benefit the SECC” 

– Funds raised for a specific SECC approved charity, the statement shall read: 
“All net proceeds benefit (enter the name of the charity)” 

– Upon approval of the event, all written SECC event notifications shall also 
contain the following statement: “The SECC Campaign is conducted in 
partnership with its fiscal agent, the Valley of the Sun United Way, 501(c)(3), 
86-0104419”  

– Upon completion of the event money shall be deposited in the SECC account 
at Chase Bank 

– Special event documentation should be sent to the SECC office.  It should be 
accompanied by the Chase Bank deposit receipt and the Special Event 
template form 
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My SECC Resources 

https://secc.az.gov/ambassadors-
corner/materials 

https://secc.az.gov/ambassadors-corner/posters 

https://secc.az.gov/ambassadors-
corner/templates 
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TIME SPEED DATE! 
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3 minutes per date  

Partner 1: Potential Problem 

Partner 2: Potential Solution 

SWITCH ROLES 1.5 minutes each 
 

 

 
 

 

http://www.online-stopwatch.com/countdown-timer/ 
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Best Practices? 
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2014 Campaign Incentive Program 
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Khala Stanfield 

SECC, Executive Director 

 

Cher Mikkelson 

Arizona State Credit Union, Regional  

Sales Manager 



Arizona State Credit Union’s Support 
20K Donation 
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Inter-agency contest $3,500.00 Will be used to boost fundraising within agencies 

Raffles $1,000.00 Raffles during trainings, kick offs 

Kickoff Events  $3,000.00 Hosted by SECC to launch campaign 

Special Event Grants $2,000.00 Agencies apply for "start up" money for their special 
events 

Weekly Prizes $2,000.00 Come up with a program where employees win prizes 
during campaign 

End of Campaign Prizes $5,000.00 10 $500 award ($250 to keep & $250 to donate) 

SECC ASK/Informational Meetings $2,000.00 Agency requests money to host an SECC Informational 
meeting (i.e. donuts) 

Marketing Materials  $1,500.00 Purchase SECC branded items to hand out 

TOTAL $20,000.00   



Prize Squad Give Away 
Presented by: Arizona State Credit Union 

• Ten (10) lucky state employee winners will receive HUGE $500 check 
from the Prize Squad. 

• The winner takes home $250 and staying true to the SECC mission, 
donates the other $250 to an SECC charity of their choosing. 

• Prize Eligibility rules are:  
– $2 - $4.99 per pay period or $52 - $129.99 annually = 1 entry. 
– $5 - $9.99 per pay period or $130 - $259.99 annually = 2 entries. 
– $10 or more per pay period or $260 - $999.99 annually = 3 

entries. 
– $1000 or more annually or 1 hour of pay per pay period = 4 

entries (supergivers & leadership givers). 
• To be eligible for this giveaway, online pledges must be submitted 

online or paper pledges must be received in the SECC office no later 
than November 28th, 2014.  

• The ten winners will be drawn by an audited selection process via a 
random number generator on or about December 8th, 2014.  

• The winner must be a State of Arizona employee or retiree at the 
time of the drawing. 
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Weekly Prize Give Away 
Presented by: Arizona State Credit Union 

• Prizes awarded each of the first 5 weeks of the campaign 

• Eligible employees must donate $52 or more and submit their pledge 
either online or through the paper pledge form to the SECC office by close 
of business on Friday of each week.  

The weekly prizes will be as follows: 

• Week 1 - iPad Mini Retina Display 16GB 

• Week 2 - Vacation Package (Value up to $400) 

• Week 3 - GoPro Hero 3 White Edition 

– Samsung WB350F Digital Camera 

• Week 4 – Night out Package (Value up to $400) 

• Week 5 - Acer C720 Chromebook 

– U.S. Airways $250 gift certificate (Donated by Valley of the Sun United 
Way) 

Prizes are subject to change based on availability.  The winners will be drawn by an audited 
selection process via a random number generator. The winners must be a State of Arizona 
employee or retiree at the time of the drawing.  40 



New Funds Request Forms 
Presented by: Arizona State Credit Union 

• Ambassadors can request funds for ASK 
Meetings & Special Events 

• Funds can be requested for up $50  

• SECC office will review each request 

    within 48 hours 

• Funds will be given in the form of a gift card. 

• Ambassadors will be required to send backup 
documentation and receipts on money spent 
to the SECC office 

• Visit www.secc.az.gov/fundforms 
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SECC CAMPAIGN CALENDAR 
September - Training, Preparation for campaign season, Schedule donor meetings, 
Schedule special events 

October 14th -  Campaign Launch & Kick-off Event 

October 17th - Week One Prize Drawing: Apple iPad Mini 

October 24th -  Week Two Prize Drawing: Vacation Package 

October 31st  -  Week Three Prize Drawing: GoPro Hero &  

  Samsung Digital Camera 

November 7th-  Week Four Prize Drawing: Night-out Package 

November 14th -  Week Five Prize Drawing: Acer Chrome Book and US Airways  

  $250 Gift Certificate 

November 28th -  Remaining Pledge Cards Due 

November 28th -  Campaign Pledge Drive Ends 

December 8th -  $500 Prize Winners Drawn 

December 31st -  Remaining Special Event Forms Due 

January – February Prize Squad Delivers Prizes 

 
All Year Host agency special events & all employees can join SECC to pledge (contact SECC office for details) 42 



Jersey Raffle 
 
 

Canned Food Raffle 
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THANK YOU!  

44 

THANK YOU!  

THANK YOU!  


